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 Class Specifications 
 for the Class: 
 
 DISTRICT TAX MANAGER
 
 
Distinguishing Characteristics: 
 

This class reflects responsibility for managing State 
taxation programs of a neighbor island taxation district, at the 
branch level, through planning, organizing, directing and 
coordinating operations.  State taxation programs include office 
examinations and field audits for all tax assessments required by 
law in the administration of State Income and Miscellaneous tax 
laws in the district; enforcement of collection of delinquent 
taxes and securing of tax returns from non-filers within the 
district; and taxpayer services. 
 

Positions in this class work under the general supervision 
of the Taxation Compliance Administrator, and according to 
guidelines and technical program standards provided by staff 
offices. 
 
Examples of Duties:  (Positions may not be assigned all of the 
duties listed, nor do the examples necessarily include all the 
duties that may be assigned.  The omission of specific statements 
does not preclude management from assigning such duties if such 
duties are a logical assignment for the position.  The 
classification of a position should not be based solely on the 
examples of duties performed.) 
 

Plans, organizes, directs and coordinates activities in 
self-assessment taxation operations, which includes office 
examination and field audit of tax returns and other documents, 
enforcement of the collection of delinquent taxes, and taxpayer 
services; directs the determination of additional taxes to be 
assessed and over assessment to be adjusted; directs the review 
of investigative reports and financial statements and confers 
with the Deputy Attorney General; coordinates and administers the 
activities of taxpayer services and document processing functions 
as they apply to district operations; selects and applies uniform 
allocation formula for the determination of taxable income of 
businesses with operations both within the State and elsewhere; 
conducts conferences with taxpayers, attorneys and others to 
advise on laws, rules, regulations, legal opinions and court 
decisions pertaining to issues in dispute; receives appeals from 
assessments made and oversees or initiates the processing of such 
appeals; serves as witness, issues subpoenas, questions taxpayers 
and argues appeals before the Board of Review; serves as witness 
in Tax Appeal Court; approves remission of penalty or interest; 
recommends approval or disapproval of warrant vouchers for claims 
for refunds or overpayment of taxes; reviews accounts proposed 
for transfer to the Uncollectible Tax Rolls for submission to 
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Divisional Committee; reviews and develops overall plans and 
schedules of district operations; reviews operational reports and 
evaluates progress; meets and confers with subordinate 
supervisors in the development of operational policies and 
procedures; directs or approves necessary action regarding 
appropriate workload distribution, staffing, and operating 
procedures; reviews and approves major reports and 
correspondence; evaluates district operations, initiates 
appropriate studies and takes corrective actions; schedules Board 
of Review hearings and makes presentations before such Board; 
confers with business and civic leaders and others on all phases 
of taxation programs; conducts administrative hearings on 
taxpayer problems, and maintains effective public relations; 
keeps abreast with changes in Internal Revenue Code and tax laws, 
rules, regulations, policies and opinions; reviews and approves 
expenditures and prepares budget estimates; conducts staff 
meetings, meets with higher-level departmental personnel and 
administrators of other districts to discuss operating problems 
and solutions, and prepares appropriate reports and 
correspondence; recommends approval for personnel actions; and 
recommends disciplinary action and participates in grievance 
handling. 
 
Knowledge and Abilities Required: 
 

Knowledge of:  State and/or federal tax laws, rules and 
regulations; principles and practices of accounting and auditing; 
and principles and practices of supervision. 
 

Ability to:  Plan, organize, direct, and coordinate self-
assessment taxation and delinquent tax collection operations; 
analyze and evaluate facts and make sound management decisions; 
supervise and advise subordinates on technical taxation and 
policy problems; establish and maintain effective public 
relations; evaluate the effectiveness of tax operations, and 
develop and initiate effective changes in policies and 
procedures; and develop and substantiate budget estimates. 

 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

 
This is to reinstate, change the class code from 17.219, and 

amend the specifications for the class DISTRICT TAX MANAGER, 
which was approved on November 19, 1984. 
 
 
 
 
DATE APPROVED:   8/22/97         /s/   Dawn M. Young  

          JAMES H. TAKUSHI 
    Director of Human Resources Development 


